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                 ENROLLING AN EMPLOYEE

Chapter 3

1. Select OTA Responsibility.

2. Navigation List ( Enrollments ( Student ( <Open>.
3. Three windows (cascade) open with Search for Event
on top. Query for the Event you wish to use. Select it and close the window.  The Enrollment Summary window displays (will display enrollments once you begin the process).  Close the window. (Or close the first two windows and query on the Enrollment Details Window.)

4. The Enrollment Details Window displays.  Enroll your employees by using the following data fields:      

Number – leave blank  (system-generates when saved)

Date Placed – populates with today’s date

Status – click the LOV to select

Change Reason – opens later if you change status

Event Title – populates with Event you are using

Places – not currently used

Priority ​– type in or use LOV

Internal Checkbox – not currently used

Authorized Checkbox – select, populates your name in the By datafield (optional)

                                      DDF:

Agency Group – click the LOV to select employee’s agency (Required)

Purpose – click the LOV (Required)

Travel Cost – type in, may vary by student

Per Diem or PCS – type in when needed

Total Indiv Indirect Cost – system totals

Tuition Per Student – type in amount
Books/Material/Other Fees - type in amount or “0”
Total Indiv Direct Cost – populates from Event when saved
Total Indiv Cost – system totals action saved. If the amount is modified, system will provide new total when saved.
Funding Source – click the LOV (Required)

Decision Source – click the LOV (Required)
Training On-Duty Hours – type in (Required)

Accounting Classification – type in (120 characters)

Additional Enrollment Info – AF/NV use

Billing UIC – NV only (Required)

Click <OK>.  Continue Enrollment Details Window.

Organization Assignment – click the LOV or query for 

employee’s organization

Student – click the LOV to select student or type in; 

remaining student information populates

Contact – (Required) click the LOV to select name of person who will be receiving the Employee Course Evaluation

Correspondence Region – select the drop-down for Enrollment Details and completed the Source (Required) data field. The Correspondence is optional and will be used in the future to send Selection notifications, etc.   (See Chap 5)

<History> - displays the Student Enrollment History 
Window of pending or completed Events

5. Save your action – your student is enrolled.

(NOTE:  To enroll remaining students, click <Copy>, new record icon, then <Paste>.  Complete the DDF and change the Student name.

Click <Functions> to toggle back to the Enrollment Summary Window to see enrollments. Click

F8 (Refresh) to put in alpha order. Arrow up and down to see all names on the Enrollment Details Window. Use the Folder Tools to rearrange your columns, as needed.
Step 3:
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Step 5: 
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